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Office Memorandum • united states government 

TO : Advisor for Management DATE: 29 January 1951 

from : Comptroller 

subject: Draft of CIA Regulation, Series H 


Transmitted herewith is a copy of the draft of Agency 
Regulation, Series forwarded to your office on 19 January, 
1951, which reflects certain additional revisions made at the 
request of the Deputy Director, Administration. These changes 
will be found on pages 1, 3, 4, and 10. In addition, you will 
note that throughout the copy organizational titles have been 
corrected to conform with CIA Regulation, Ho.^K dated 19 
January 1951. 
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Office Memorandum • united states government 

TO Management Officer DATE: 17 March 1950 

FROM : Budget Officer 

SUBJECT: Attached draft for Manual of Agency Regulations entitled, "Reports 

Required Covering Penalty Mail" 


1. The subject draft has been submitted for suggested incor- 
poration in the Manual of Agency Regulations because the responsi- 
bilities involved aro presently charged to the Budget Officer. 

2, A question is raised as to whether or not the Budget Officer 
should continue to perform the tasks covered in lieu of some other 
agency official. The responsibilities wore originally assigned to 
the Budget Officer during a period, in which all Departments and 
Agencies were required by law to include penalty mail costs within 
budget estimates and to make actual exchango of funds to the 

i dtmastor General for the cost of whatever penalty mail indicia was 
used during a fiscal year. However, Public Law 785, enacted 25 June 
1940 eliminated the necessity for those requirements, and in lieu 
thereof substituted the present reporting which is indicated by the 
attachment, 

5, It is our belief that reports of the nature indicatod by 
the attachment should be the responsibility of a specific agency 
official. However, the reports cannot clearly be defined as of a 
budgetary nature and we do not believe that a" better case can be 
supplied for assignment to the Budget Officer than to another agency 
official. In view of f/-' 2 above, it is suggested that consideration 
be given as to the most appropriate official who should be delegated 
the preparation of penalty mail reports. 

4. It will be noted that the proposed Regulation changes the 
inventory procedure slightly by requiring that the necessary data be 
submitted to the Budget Officer instead of to the Services Division 
for consolidation and submission to the Budget Officer. 
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personnel only. It 
at a central point 
ut i li z ing overtime , 


1:., submi stod that such records should. be maintained 
tor all personnel located in tho United states 


d. Ono of the. present functions of tho budget Analyst is to examine 
i ©quests ior overtime approval for vouchored. personnel and make rocouimon- 
dation to the Budget Officer as to whether or not he should approve for 
roason of funds availability and propriety of the justification. Casco 
of doubtful propriety arc reforrod by tho Budget Officer to the harm re- 
mont Officer for study. There would appear to be every reason why this 
process should be carried through in connection with unvoucher od use of 
overtime, as well as vouchored. 

o. ihe clear designation of Budget Officer as responsible for all 
overtime approval would serve to eliminate some confusion which may arise 
1 1 oju conflicting) statements of delegation which presently exist. Ref- 
erence to Administrative Instruction No. 50-5, paragraph 16, d, 1, 
assigns tho approval of overtime responsibility to tho Executive, his 
deputy, the Budgol^fficor, or his deputy, whereas Administrative In- 
struction No, subject, "Reorganisation 11 , appears to establish 

a different delegation. An interpretation of column 1, line 2 and 
column 1, line 6 of this lattor instruction would appear to preclude 
tho overt Deputy Budget Officer from approving overtime, whereas the 
Chief, Administrative Staff and Chief, Special Support Staff, would share 
the overtime approval responsibility with the budget Officer. This 
c orimcn t does not serve as a recommendation for a specific change in 
existing. Agency instructions regarding delegation, as it is assumed 
that various necessary clarifications will be made of the Fvbjoct in 
tho new Manual of Agency Regulations. 
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Excerpt from ADM IN IKTRATIVE INSTRUCTION dated ZZ April 1949 25X1 A 


IS. Over time and Compensatory Leave 

a. Election by the employee to take leave in lieu of overtime compensa- 
tion (compensatory loavo) shall bo subject to tho restrictions povorninr 
ovortimo and tho provisions of this section. 

b ‘ Oygr tiiiio shall bo boot to an ab solute minimum throurhout tho Arency 
vjith omphasls bolni;; placed upon tho full util iz at ion of tho normal official 
work ing } i ours of oac h Giaployoo « 

c * Oz ggtiniQ work will not bo rogue stod or authoriz ed except in those 
to meet emergency roquiroments not possible to~ meet by full 
^.L^^|-.^.£t_ 0 niplqyoQ r s normal working h our s ;* Assistant Di roc tor s' and 
arQ charged vdth the personal r e s p on s ib i 1 it y for coiitrol and 
examination of overtim e requirements to insure t h o ~off e c tive 
appli cation of thisjpojdoy. " ' “ 

d • Within the continental limit s of the United States : * 

(l) Approval of the Executive, his deputy, t he Budget Officer , 
QX.-.fa- 5 deputy , must be obtained pr i or to orderi ng comp ensatory time 
A.. ?t _ vtil 1 _b e _s .i^mijbt e d on For m Nq_. 32-3, Request 
£2.r— A PP r °yg-.l _Q£ QvQ^time , in acc ordance_ with ins true ti ons i s sue d by 
tillg. J3£4£gj££f£i g.Qr_.^Ll!^ suf f i c i ent ]o7~'in~ a d vance 

receipt o f ap p roval prior to the beginning of the period 
covered by the request^. ‘ " " ' ~ " " 

(k) Form No* 32-3, approved by the Budget Officer or his deputy, 
will be transmitted to the paying office no later than tho close of the 
pay period in which work is performed. 

0 . Outside „the ,_£onjd^ of the United States, overtime must 

^ a PP r ov^by^CMe f.s.jof Ki s si ons or Bureaus of their deputies . ' They must, 

however, __ have e vi d one o t hat sp^f icient funds are available for payment before 
au priori 2 mg ov ertime, native and foreign national em ployees outside the^con^’ 

tiuonta l limits ol tJiq Iniite_d^ Statos v;]io aro_ pai. d in acco r danc 0 with local 

prevailing wage rates are not entitled to overtime nay miles s " reqTiil : eT~by~ 
local custom. " " ,L 


f. No officer or employee shall be paid, vdth resoect to any pay period 
compensation at a rate in exc e ss of $10 ,530.00 per annum. Accordingly, com- 
pensatory leave cannot be granted in those instances where an employee is 
not entitled to overtime compersat ion. 

g. Administrative controls governing compensatory leave will be estab- 
lished by each Assistant Director ana Staff Chief based on policies stated 
below: 


(l) It must be taken within the two pay periods immediately 
following the period in which earned, or forfeiture will result. 


KfirwcRO*. es Hewe: tfaeM Rcvisao s^f^r ,k) c .«f»rr 
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(2) Entries will be made on official Time aid Attendance Reports 
of all overtime or compensatory leave earned. Such entri e s must be 
initialed b y th e applicable emp l oyee . 

(5) An adequate choclr system will be established to insure that 
overtime was actually worked. An inspection will include chocking 
guard registers and reviewing work accomplished during periods when 
compensatory time or overtime is claimed. 

h. Compensatory leave to the credit of employees at the date of 
issuance of this Instruction will be used within DO calendar days from this 
date or bo forfeited. Such leave will not be reported as required above, 
but will be handled as heretofore. 

17. Holidays 


a. Vtfork to be performed on a holiday for which holiday pay will be 
grant ed must be a uth orized and approved in advance in t he same way as over - 
time . An employee can be excused or paid holiday rates only for that portion 
of his tour of duty which actually falls within the 24-hour holiday period, 
not to exceed 8 hours. Compensatory leave cannot bo granted in lieu of^ holiday 

pay- 
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UNITED STATES GOVERNMENT 


TO 

FROM 


Budget Officer 
Management Officer 


DATE: It- August 1950 


SUBJECT: 


Central Intelligence Agency Regulation Number dated 1 November 25X1 A 
1950. 


1* Your Office is the office of primary Interest for the 
attached Agency Regulation. 

2. Request your editorial examination of this Regulation 
to indicate omission or necessary major changes. While no minor 
changes will be affected at this time, please indicate all errors. 

3. Request return by 11 August 1950. 



I H 
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CM NT UAL INTELLIGENCE AGENCY REGULATION 


NUMBER 


25X1 A 

25X1 A 


CHART OF ALLOTMENT ACCOUNTS (Regulation 


) 


25X1 A 


A# Chai ts amplifying .Regulation No issued separately, as need for 25X1 A 
revision arises, by the Comptroller to Administrative Officers and other 
interested officials. Recipients of such charts may incorporate them in 
their copies of the CIA Manual as part of Regulation Numb a r 25X1 A 

i,f they so desire. 
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